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Step 1:  Open Excel program 

Step 2:  Click [ File ] menu 

Step 3:  Click [ Open… ]  
 

 

Step 4:  In the [ Files of type ] box (circled in red), select “Text Files (*.prn; *.txt; *.csv)” 

Step 5:  In the [ Look in ] box (circled in red), locate and click the “.txt” file for conversion   

Step 6:  Click [ Open ] button to display “Text Import Wizard” 

 

 

 

 

 

 

WIZARD-Step 1 of 3-dialog box:   

Step 7:  Click [ Fixed width ] button 

Step 8:  Set [ Start import at row ] (optional) 

Step 9:  Set [ File origin ]  at “Windows (ANSI)” 

Step 10:  Click [ Next > ] button 

 

WIZARD-Step 2 of 3-dialog box: 

Step 11:  Review data columns (adjust as needed using WIZARD instructions) 

Step 12:  Click [ Next > ] button 

 

 

 

 

WIZARD-Step 3 of 3-dialog box  

Step 13:  Click [ General ] button 

Step 14:  Review data columns and use WIZARD instructions if additional formatting is needed 

Step 15:  Click [ Finish ] 

NOTE:  Additional Excel formatting may be needed for miscellaneous text and data 
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